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MANDATE LETTER FOR PAC PEER EVALUATORS

NOTE:  This form is to be completed by the PAC Secretariat and forwarded to the potential members of a Peer Evaluation Team after they have been selected by the PAC MLAMC.  The team cannot be finalised until a response has been received from each of the recipients of this letter, advising availability and freedom from conflict of interest with the applicant).
Dear (Insert recipient names),
I am pleased to advise you that the PAC MLAMC has selected you to be the team for the forthcoming evaluation / re-evaluation of (insert applicant name) for the following accreditation program(s):
QMS
EMS
Product

The team will be comprised as follows:

Team Leader:  (insert name)  ***for evaluation of multiple programs insert the area here eg (EMS)
Team Member - (insert name)  ***for evaluation of multiple programs insert the area here eg (QMS)
Team Member - (insert name)  ***for evaluation of multiple programs insert the area here eg (Product)
Trainee:  (insert name)  ***for evaluation of multiple programs insert the area here eg (EMS)

The evaluation shall be conducted before (insert dates) and will be conducted against PAC policies and procedures (PAC-MLA-004).  All other relevant IAF mandatory/guidance documents are also to be utilised and can be downloaded from the IAF website (www.iaf.nu). 
I would be most grateful if you could all advise your availability to be part of the team, 
In doing so, you will also need to confirm that you have no conflict of interest with the applicant / signatory.
The team leader will discuss available dates with the applicant/signatory member and team members to establish dates for the pre/full evaluation.
Please note that you would normally be working from the Sunday of a given week (team meeting at the hotel) to close of business on the following Friday - a total of 6 days, but this will depend on the final evaluation plan agreed between the team and the evaluatee.

Congratulations on your appointment and I look forward to hearing from you soon.

Kind regards
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Belinda Mort

PAC Secretary
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